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Applying Through Grants.gov Workspace

Introduction

To apply for a Federal Emergency Management Agency preparedness or mitigation grant, you
must begin the application process on Grants.gov. Once the initial application for Federal
Assistance (SF-424) is complete in Grants.gov, the application will be automatically migrated for
initial review in the Non-Disaster Grants Management System (ND Grants). Once the initial review
is complete, the application will be released and can then be completed in ND Grants.

NOTE:

= If you complete the SF-424 in Grants.gov, you will be the Authorized Official for the
application—only the Authorized Official can submit an application in ND Grants

Prerequisites

To apply for a non-disaster grant:

= Your organization must have an Employer Identification Number (EIN) and a Data
Universal Numbering System (DUNS) number

= You must have an account with Grants.gov
Step 1
Open the Applicants dropdown and click the Apply for Grants link

Figure 1. Click the Apply for Grants link under the Applicants dropdown
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Step 2
Click the Get Application Package button to open the Get Application Package Now page

Figure 2. Click the Get Application Package button
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» Applicant Training
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Save Time & Get Application Package

If you know the specific Funding Opportunity Number or Opportunity
Package ID, quickly search for the package:

Apply Using
Workspace

Click Here to Leam More Get Application Package »

Step 3

To view different funding opportunities, enter the Funding Opportunity number or the Opportunity
Package ID into the text boxes and click the Search button

Figure 3. Enter the Funding Opportunity Number or Opportunity Package ID and click the Search
button

Get Application Package Now
To get an application package, enter the Funding Opportunity Number or Opportunity Package 1D and click the Search button. If you do not remember
the Funding Opportunity Number for the grant opportunity, return to the Search Grants section to locate the grant opporiunity.

— Please enter criteria and click Search:

Funding Opportunity Number:

Opportunity Package ID:
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Identify the funding opportunity and click the Apply button in the Actions column

Figure 4. Click the Apply button in the Actions column

VIEW GRANT OPPORTUNITY
DHS-18-GPD-042-04-02 « Back | Link
Fiscal Year (FY) 2017 Emergency Management Performance Grant Program - Region 4

&
“E¥  Department of Homeland Security - FEMA

CCCO NDGRANTS 05

SYNCFPSIS VERSION HISTORY RELATED DOCUMENTS PACKAGE ;

Print Package List o
Select Grant Opportunity Package

-~ READ BELOW BEFORE YOU APPLY FOR THIS GRANT!

. Before you can view and an applicati you MUST have Adobe Reader installed. Packages are posted in Adobe Reader format. You may receive a validation error using
incompatible versions of Adobe Reader. To prevent a validation eror, it is now recommended you uninstall any earlier versions of Adobe Reader and install the latest compatible version of
Adobe Reader. If more than one person is working on the application package, ALL applicants must be using the same software version. Click for more information on Adobe Reader
Compatibility.

OPPORTUNITY PACKAGE(S} CURRENTLY AVAILAE] E FOR THIS FUNDING OPPORTUNITY:

CFDA Competition ID Competition Title Opportunity Package ID Opening Date Closing Date g;’rﬁ‘s;ﬁfli Actigns
97.042 PKCOD041256 021202018 09/30/2018 Yes  |Previewll Apply

Step 5

Click the Create Workspace button

Figure 5. Click the Create Workspace button

VIEW GRANT OPPORTUNITY

= DHS-18-GPD-042-04-02 « Back | Link
&.-*-f Fiscal Year (FY) 2017 Emergency Management Performance Grant Program - Region 4

= Department of Homeland Security - FEMA

COCO NDGRANTS 05

SYNOPSIS VERSION HISTORY RELATED DOCUMENTS PACKAGE

« Back to Packages | Print Package Details o

| /& Please review Applicant FAQs as you prepare and submit your application. |

Selected Opportunity Package:

Opportunity Package ID: PKG00041256 Opening Date: Feb 20,2018
CFDA: 97.042 — Emergency Management Performance Grants Closing Date: Sep 30, 2018
Competition 1D - Title:

Apply Now Using Workspace

Create Workspace »
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Select the New Workspace radio button and enter the application name in the Application Filing
Name text box. Then click the Create Workspace button

Figure 6. Complete all fields on the Create Workspace popup and click the Create Workspace
button

Create Workspace

— Please select Create option:

@ New Workspace O Copy from Existing Workspace

— Please enter required i ion to Create

*Application Filing Name: |Application Namg ~ x

ICreata Workspace I Cancel
Step 7

Click the Download Instructions button to access the instructions necessary for completing and
submitting an application

Figure 7. Click the Download Instructions button

FORMS H PARTICIPANTS H ACTIVITY || DETAILS |

‘Workspace Actions:
’7 Preview Application Forms Check Application Sign and Submit Delete

Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms: @
Include
in Form Name (Click fo Preview) Requirement Form Status L%s;tgﬁr?;fd Locked By Actions
Package
| < | Application for Federal Assistance (SF-424) V2.1] | Mandatory | — | — ‘ — | Lock | Download | Upioad | Reuse | Webform ‘
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To begin the application, click the Webform link in the Actions column

Figure 8. Click the Webform link to being the application

FORMS PARTICIPANTS ACTMTY DETAILS

Workspace Actions:

’7 Preview Application Forms Check Application Sign and Submit Delete
Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms: Download Instructions » B

Include

in Form Name (Click to Preview) Requirement | Form Status oL Updateg Locked By Actions

Package e —
| | | | | | | |
‘ = | Application for Federal Assistance (SF-424) [V2.1] | Mandatory | Passed ‘ Mar 06, 2018 09:52:52 AM EST ‘ — | Lock | Dawnload | Upload | Reusell Webform ‘

Step 9
Complete the application using the Grants.gov instructions as a guide
Step 10

To submit the application, click the Sign and Submit button. Then enter your Grants.gov
password

Figure 9. Click the Sign and Submit button

I FORMS || PARTICIPANTS H ACTMTY H DETAILS |

—Workspace Actions:

Preview Application Forms H Check Application l Sign and Submit l Delete ]

Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms: Download Instructions » @}
Include
in Form Name (Click to Preview) Requirement | Form Status Last Updated Locked By Actions
DatefTime
Package
¥ Application for Federal Assistance (SF-424) [V2.1] Mandatory Passed Mar 06, 2018 09:52:52 AM EST — Lock | Download | Upload | Reuse | Webform
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Step 11

When the application is submitted, the Confirmation page will appear. Note the Grants.gov

Tracking Number, and use the tracking number to verify the application is downloaded into the
ND Grants system

Figure 10. Note the Grants.gov Tracking Number on the Confirmation page

/
-
= GRANTS.GOV*

Home > Apply for Grants > Confirmation
Confirmation

Thank you for submitting your grant application package via Grants.gov. Your application Is
currently being processed by the Grants.gov system. Once your submission has been processed,
Grants.gov will send email messages to advise you of the progress of your application through the
system. Over the next 24 to 48 hours, you should receive two emalls. The first will confirm receipt
of your application by the Grants.gov system, and the second will indicate that the application has
either been successfully validated by the system prior to transmission to the grantor agency or has
been rejected due to errors.

Please do not hit the back button on your browser.
If your application is successfully validated and subsequently retrieved by the grantor agency from
the Grants.gov system, you will receive an additional email. This email may be delivered several

days or weeks from the date of submission, depending on when the grantor agency retrieves it.

‘You may also monitor the processing status of your ion within the Grant: v system by
clicking on the “Track My Application” link listed at the end of this form.

Note: @nce the grantor agency has retrieved your application from Grants.gov, you will need to
contact them directly for any subsequent status updates. Grants.gov does not participate in
making any award decisions.

IMPORTANT NOTICE: If you do not receive a receipt confi ion and either a
i ora ion email within 48 hours. please contact us. The Grants.gov Contact
Center can be reached by email at gov. or lepl at 1-800-518-1726. Always

include your Granis.gov tracking number in all correspondence. The tracking numbers issued by
Grants.gov look like GRANTIOOOOOMO

Contact Center hours of operation are Monday-Friday from 7:00 A.M. to 9:00 P.M. Eastern Time.

The following application tracking information was generated by the system:

Gramts.gov Tracking GRANTO0516680
Number = I

NOTE:

= The Confirmation page that the application has been submitted. It does not confirm that
the application has been accepted

Last Updated: April 2, 2018
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Step 12

To verify that the Grants.gov application was downloaded into ND Grants, select the Check
Application Status link on the main Grants.gov screen

Figure 11. Click the Check Application Status link

HELP | MY AGCOUNT | LOGOUT]

= oavc. TR
[S=—— GRANTS.GOWV™

FIND. APPLY. BUGCEED®

HOME LEARN GRANTS~  SEARCH GRANTS AFFLICANIS = GRANTORS~  SYSTEM-TO-SYSTEM~ FORMS ~ CONNECT ~  SUFPORT ~

GRANTS.GOY ) Appiicant Center

APPLICANT CENTER e

[EEE#&SZLF ] APPLY USING WORKSPACE

The legacy PDF application package will be refired on December 31, 2017, which will end the 2+ year lead time to transition to applying with Workspace.

Learn about Next Steps Here

GRANT APPLICATIONS

» Manage Workspaces
APPLICANT MANAGEMENT
» Manage Applcants WORKSPACE TRAINING RESOURCES
» Manage Certificates

» Manage Crganization Profile
APPLICANT RESOURCES

Waork: O J
Z A:pli:::::ligmeﬂri\;e” Learn about Grants.gov Workspace Functionality

= Applicant Training

» Applicant FACS

» Adobe Software Compatibility

» Submitting UTF-2 Special Characters

» Encountering EMfor Messages GRANTS.GOV COMMUNITY BLOG

Stav nn tn data with the latest indates and resanreas an the Granie anv cvetam an the Camminite Binn Geat nreviews of release nndates arant nmraee

Workspace is the standard way to apply for grants on Grants.gov. You and members of your grants team may simultanecusly access and fill out different
webforms or PDF forms. Applicants can also reuse workspace forms for future opportunities.
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Step 13

Enter the tracking number in the Grant Tracking Number field and click the Search button

Figure 12. Enter the tracking number into the Grant Tracking Number field

HELP | MY AGCOUNT | LOGOUT

= . senvcr T T -
— GRANTS.GOWV™

FIND. APPLY. SUCCEED®

HOME LEARN GRANTS > ~ SEARCH GRANTS | APPLICANTS =| GRANTORS~  SYSTEM-TO-SYSTEM~+ FORMS v CONNECT »  SUPPORT ~

GRANTS.GOV ) Applicants ) Check Applicafion Status

—Please enter criteria and click 5 h:
Funding Gpportunity Number: | DHS-18-GPD-042-04-02 ] Grant Tracking Number: ]
DUNS: | ]
Date Received: From:[12/05/2017 |2 To:[03/05/2018 |

1-15 of 15 Records < | @) [~
Grant Tracking DUNS & OFugg‘L?r?ﬂy CFDA & Competition | Opportunity DatefTime s ¢ Status Submission Actions

Number s e ¥| D% |PackagelD $ | Received & Stabuist, Date/Time ¢ | Method &
GRANTODG28672 | 000000000D00D | DHS-18-GPD-042.04-02 | 07.042 PKGOD041256 | oD 23 2018 ency Tracking Number Assigned | §2,2%2912___ | worispace | Details | Download

k 11:08:46 AM EST [ 98nY S g :29:52 AM EST P

NOTE:

= Once the application is downloaded to ND Grants, the Status column will read Agency
Tracking Number Assigned

Questions?

For additional assistance using the ND Grants, please contact the ND Grants Service Desk at 1-
800-865-4076 or NDGrants@fema.dhs.gov. For programmatic or grants management questions,
please contact your Program Analyst or Grants Specialist.

ND GRANTS Service Desk
Monday — Friday | 9:00 a.m. — 6:00 p.m. EDT | 1-800-865-4076 | NDGrants@fema.dhs.gov
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